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W h r  u the function ol tha Divisi~n and tha Mia in which this rscord sorbs is Qeaml? 

The Off ice of Financial Services has the responsibility to maintain the financial 
records of the Department in a manner to reflect separate accountability for each 
type of activity administered by DHR, with disbursement classifications as required 
by the State Auditor and the various Federal agencies. 

Benefits Payments has the responsibility for processing paynents for benefits and ser- 
vices such as Vocational Rehabilitation, Public Assistance Payments, Perinatal Program, 
Crippled Children, Cancer Control, Sterilization, Foster Homes, Cuban Refugee, Mental 
Health, Family and Children Services, etc. 
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'."RsoJrds Series Description T h i s  f ib mntsins the following documents Ihdud. form numbers n d  tir/8$, i f n y l :  Amch PmPie6 Of the file. 

to: authorizing and accounting for expenditures of Federal and State grant 
funds by Georgia counties. 

Included are: forms, as applicable for the various prog'rams '-- No. 736 (Income & Expenditure 
Report) - No. 737 (Budget Expense & Resource Summary) - No. 1182 (County Budget Per- 
sonal Services Master Listing) - No. 1183 (County Budget Other Personal Services) - 
No. 1184 (Community Health Center Operations/ Program Personnel Cost - Budget Projec- 
tion/ Regular Payroll Employees) - No. 1185 (Community Mental Health Center Operations 
Program Personnel Cost - Budget Projection/ Other Personal Services) - No. 1186 (Bud- 
get  expense & Resource Summary) - No. 1187 (Budget Expense & Resource Appropriations 
'Request) - No. 1193 (Community Mental Health Center Operations Budget Summary) - 
No.' 1194 (Benefits Budget Summary Sheet) - No. 5410 (Budget Expense & Resource Summary - No. 5411 (County Budget Personal Services) - No. 5412 (County Budget Items Other 
(C-ounty Budget Summary) and related correspondence as required for each budget. 
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Ga. Dept. o f  Human Resources,.-Offick o f  .Admin..-Affal'rs 
Budget Unit - Grants Management . .  Office - Room 508-S 

i 4 7  Trinity Avenue, S. W. 
Atlanta, Georgia 30334 . , 

3 i m m t T ~  E D 

.. " ' Xiat 'is.the~ mnction 'of the office i n  which this record s e r i e s  is creeted? A -  
~~~ ~. .. 

The Office of Administrative Affairs, headed by the Deputy Commissioner, 
is responsible for administering and coordinating the supportive admin- 

and other fiscal neTds; overall fiscal reporting and accounting services; 
and personnel services. 

' istrative and fiscal functions of the Dept. Included are planning budget -;- 1 

~ 
~ - 

~ 

~ - 
The Grants Management Office (a sub-division of t h e  Budget Unit, which is responsible for 
the budget and other fiscal needs of the Department), is responsible for allocating grants 
to Georgia Counties from money appropriated 
and for the record keeping of the expenditures of this money by these counties. 

by the State Legislature and Federal agencies, 
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1~. This file contains the following documents'(inc1ude form numbers and titles, if any, 

and file arrangement). 
Documents relating t o  authorization as to how funds from Federal and State Grants to the various 
Georgia Counties may be spent. 
and provide basis of comparison for the next year's budget. 

OAS(6)-60 - County Budget Summary 
OAS(6)-61 - 
OAS(6)-62 - I 1  Items Other Than Personal Services 
OAS(6)-63 - I1 11 Non-Participating Items 
OAS(6)-80 - Request for Budget Revision No. (which may be numerous for certain counties) 

Revisions done during the year indicate actual expenditures 

Included are forms: 

11 Personal Services I, 

Files are arranged alphabetically by county. -. 
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.L YES fio QUESTIONNAIRE r1.e. an -.- 11. 
I (  answer  1. "rrs." pl...t e . e l . i n  

13. Is t h i s  t h e  Record Copy, of t h e  se r i e s?  .i [XI 1 
14. Is there  a duplication of t h i s  series i n  another office o r  agency? .\ 1 . r r  -[:-I I. [XI 

I i 
15. I s ' t h e  i n f o f i a t i o n  contained i n  t h i s  s e r i e s  ever summarized o r  published? 1x1 I - ~~ 

c : Attach copy of sunnary o r  publication. 

! 
16. Does the  serL-ontain classifie=&Lnfo~atiQn r e & r i n g ~  secu&ty_handling? k u [XI 

18. Could the function be perfirmed i f  tLe-f i les  wdre 
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[XI [ 3 
+XI b-I 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend agency d i c i e s  and procedures? .. - 
b~ . - *- ... ~- , . ~ .  

19. 

20. 

Is t he  s e r i e s  ( o r  major portion of it) regular ly  microfilmed? If yes ,  why? 

Does t he  record series hrovide data  as input t o  an EDP f i l e ?  

1 [XI 

1 [XI 

21. Does the  record series contain documentation produced as EDP prtntout?  1 1 [XI 

22. Has t he  Federal Government issued ins t ruc t ions  governing t h e  retention/dispa- 
s i t i o n  of these f i l e s ?  

. [ 1 1x1 
_ _  -. - ~ 

[ 1 [XI ' -n> <,. W i l i  t here  be a need f o r  these records 10,  I 5  years from now? I f  yes,  what? 

2:. RQUIREMENTS. The following requires the f i l e s  t o  be k e p t  . 5  yea r s  : 

a.[ ]STATE b.[]STATVrE OF c.bJAULIT d.[]FEDERAL. e.~DMINISTRATIVE f.[]HISTOXICAL 
LAW LI KTATION PERIOD L A W  DECISION V A L h  

(Cite  Law,  Statute, or other reason fo r  the r e t e n t i o n  requirement) 
Used fo r  purpose of comparison, t o  compute new allotment r a t i o s ,  t o  furnish grant information 
t o  Legislature and fo r  audi t  r e f e r r a l .  

-~ 
25. AGENCY R€COM!ENDATIONS. This agency recornends t h a t  the  f i l e  s e r i e s  be cut  of f  a t  the end 

of  each -[]CALENDAR YEAR -[qFISCAL YEAR -[]OTHER ,then: 

[xi Hold i n  the current. f i les area . ' month(s)/ 3 yea r ( s ) :  
[x] Transfer t o  [XI S t a t e  Records Center [ ] Local Holding Area; hold 2 yeads) :  
1x1 Destroy. ~~~ 

1 Transfer t o  S ta t e  k c h i v e s  f o r  permanent re tent ion.  
[ ] Destroy i m e d i a t e l y  after cut-off. 
[ 1 Other: (Specify) .- . .~ 
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( Ind ica te  b r i e f l y  ra t ionale  f o r  r e c o m n d a t i o n s  &ove/or write addi t ional  remarks) : 
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